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Y APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publicatio: No. 76-RM-1 for instructions on completing this form. Forward signed ,original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, GeorGa, 30334. 

/ *  Attention: Scheduling Section. I - 
ipplication Date anning and Budget, 

General Government Division 

70 Washington St. SW 
-I .. - - I lanta, Georgia _I 30334 I 

2, Person to Contact Working Title 
Winford Poitevint Director 

-- 
FOR RECORDS MANAGEMENT USE ' 

Application Number 

S O -  259 _ -  
Date Received Date Completed 

APR - 19% I APR 2 8 1980 

Telephone Number 
-_ __ .- - 

656-4311 
-_I__ ____ __ __ .. _I -- . __---______ - -. -- -. 5: Action Requested 

a. 
b. 

EstaDiisn Retention !Schedule; r+rd will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

c. 0 Amend A lication No. Check One: 0 Change; OSupercede;- I___ 

1. Dates of Series 5. Records Series Title (followed by title used in office; if differentl 
Iarliest -I 

STATE AGENCIES BUDGET SUBMISSION (ZERO BASE BUDGET) FILES Present 1- 
3. Division and Office Function 
Headed by a Director, the General Government and Protection of Persons and Property Division 
performs all functions relating to budget analysis and policy planning for State agencies 
responsible for administering State laws relating to protection of persons and property and 
for delivering services relating to general government activities. These agencies are the 
Departments of Administrative Services, Agriculture, Defense, Banking and Finance, Law, 
Offender Rehabilitation, Public Safety, Revenue; the Correctional Industries Administration, 
the State Merit System of Personnel Administration, the Georgia Building Authority, the 
Employees' and Teachers' Retirement Systems, the Finance and Investment Commission, the 
State Crime Commission, the Georgia Bureau of Investigation, the Offices of the Comptroller 
General and the Secretary of State, the State Board of Pardons and Paroles, and the Executive 
Department. In addition to these functions which are shared with other budget and planning 
divisions, this Division performs the following unique functions: prepares Budget Preparation 

What is the function of the Division and the Office in which this record series is Gated? 

- I- - _ -  I__ 

7. Record Series Description This file contains the following documents (include form numbersand tirles, if any): 
Attach samples of the file. 

Documents relating to: requesting and justifying requests for- budget appropriations for those 

one (1) copy of the Zero Base Budget Request (as submitted to O.P.B.) 
from the following State agencies: Department of Administrative Services, 
Department of Agriculture, Department of Defense, Department of Banking & 
Finance, Department of Law, Department of Offender Rehabilitation, Depart- 
ment of Public Safety, Department of Revenue, Correctional Industries 
Administration, State Merit System of Personnel Administration, Georgia 
Building Authority, Employees' Retirement System, Teacher's Retirement 
System, Finance and Investment Commission, State Crime Commission, Georgia 
Bureau of Investigation, Office of the Comptroller General, Office of the 
Secretary of State, State Board of Pardons and Paroles, and the Executive 
Department; and supporting Schedules. 

State agencies responsible for administering State laws relating to 
Protection of persons and property. 

Included are: 

er under) Files ~.~~c~~~~~~t~- gency; thereunder in volumes when necessary. 
B. Monthly Referenca Rate How often are recordzeferred to w 6 h  are: 

One to six months old --, * Seven to twelve months old 

3. Annual Rate of Accumulation of Rersrdr 

-.; Thirteen to twenty-four months old 
twenty-five months and older- ? 

Letter-size drawers ; Legal-size drawers ; Shelves ; Other (WecifyJ ---- .I 

I-I__ -_rm 
--__I___I_ _-I- ~ 



r .__~ . _ ~ ~ _ _ _ _ ~ _  ~ -~ - T _ . , ~ . ~  
~ , -  ~ 

~ -~ ~~ 

* __ --~___I__ 
10. Questionnaire lPlacea-n::X" ~~ in the pro2r column) 

a. Is this the official copy of the series? 1 . .  
---Ifnot. whers-~s~Lt!l- ~- ~ ~. ~--~-~.-. ~ _ _  ~~~ - 

b. Ooes the series containpnfidential information requiring security handling? If yes, cite law or regulatior), 

c. ~~ I s  this a vital - -~ record? 

e. When one or two documents in the file make it necessary to keep the entire fi le for'a long period, could these 

f. Is the infwmtimcontained i n _ t h i e ~ r i e s s v e r o u b l i s h e d l _ . ~ f Y e ~ ~ ~ y , . _ A n n u a l  ~. Budget ~ Report - - - . ~ - ~ ~  

. ,  . _~II_~. 
~ . -..tf --I_- * ~ 

$5 - .~ - _- _ _ _ _ _ - ~  2-.-.. ..,I__L .. = ~ 

I .  
_.-I_- - d. Does this series - have - historical o&ng.t.ep research value? _- . 

-. documents be. shxb.&d separately?~ .. . .  _ _ ~ ~  -~ _- --- 
g. Is the information con ined i t is rie ever alyted a /or reco de 'n a s m arized report? 

- I f y o s ,  a t t a & . m w ~ _ - ~  t!eorg?a$s%udget Yeport Tor each .- $iscaI ~~. T+r ___ ---- . ~- 
h. Is there a duplication of t h i s  series in your office, or in another office or agency? 

I f v e s ,  where2 .___.__I^ each State Agency. j- Le g i s la t ive  Budget ~ Office- .A Division Planners & Anal 
dfib ~ ~ ~ ~ ~ n . Q ~ ~ ~ ~ ~ Q ~ e ~ ~ . . - ~ - ~  I -___I --- 

t - D . o e r ~ ~ r e C o r d ~ ~ r ~ i e ~ ~ ~ a  c o m w t e r n r i n t a u t l p G & ! B  Bu~dget-Iiep-ort___ --.._- 
1. Retention Requirements The following requires the series to be kept: 

a. State Law - years. d. Audit period _I - . .-_ . - -years. 
1 b. Statute of limitation ---- . years. e. Administrative need -__ --years. 

c. Federal law I . ---years. f. Federal retention instructions ~- -years. 

*t 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

- - - _. _. - - __ __ ~- 

2 ADoroved Disposition Instructions This agency recommends that the file series be cut otf a t  thk-end of each: 
0 Calendar Year: 0 Fiscal rear ;  0 Other -then, 

0 Hold in the current files area I -_ monthk) - - yeark); then 
0 Transfer to local holding area, hold -__ .--year(s); then 
0 Transfer to State Records Center; hold - 
0 Destroy. 
a Transfer to State Archives for permanent retention. 

- .year(s); then 

Other /Specify) 

-- Division Planners - C z  Cut off f i l e  a t  end of each f i s c a l  year, hold Fn current 
f i l e s  area 1 year; then destroy. 

Division Analysts - -  Copy: Cut off f i l e  at  end of each f i s ca l  year; hold i n  current 
f i l e s  area 1 year; then retire to State Archives. 

These instructions apply to a l l  prior and future accumulations of the series. 

U 
!%ate Records Committee /S&nature) Date 

U 

lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
If explanation.) 

_I__~ 

3-5671:  R.v. 76 ~ ~ 


